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MNOJIOKEHHUE
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1. O01me mo10:KEeHHU.

1.1. Tlonoxenue o mopsake (HOPMHUPOBAHMS, BEACHUS W XPAHCHHS JIMYHBIX JCI
MearoroB M coTpyaHUKOB (nanee — [lonoxenue) pazpaborano B cooTBeTcTBUM ¢ KoHCTUTYIIHEH
Poccuiickoit ®@enepanun, PenepanbHbiM 3akoHOM OT 27 wutois 2006 roma Ne 152-d3 «O
NEPCOHANBHBIX JaHHBIX», DenepanabHbM 3aKoHOM 0T 29 nexabpst 2012 roma Ne 273-03 «O6
oOpazoBanuu B Poccuiickoit @enepanumy (C nmocieayomuMu n3MeHeHusimu), Y ctasom MBJI0Y
««AKKUpeeBckHil aetrckuil can «Anenymkay (naiee — J10Y).

1.2. Hacrosiiee [lonoxxenue onpeaenseT nopsiiok GopMUpOBaHus, BEACHUS U XpaHEHUS
JUYHBIX JeJI IeJaroroB U corpyaHukoB JJOY.

1.3. ®opmupoBaHre ¥ BeJACHHE JIMYHBIX [ TIEAaroroB M  COTPYIAHHUKOB
(o6cmyxkuBaromuii nepconan) J[OY Boznaraercs Ha 3aBEAYIOUIYIO TETCKUM CaJO0M.

1.4. XpaHeHue JUYHBIX J€] MEJaroroB U COTPYAHHUKOB (OOCITYKUBAIOIIUM MEPCOHAIT)
BO3JIaraeTcs Ha 3asenytouero JJOVY.

2. Iopsiniok ¢popMUPOBAHUS JTUYHBIX 1€

2.1 ®opmupoBaHHME JUYHOTO Jiela MPOU3BOIUTCS HEIOCPEICTBEHHO IPHU IpHEME
nezaarora win corpynsuka B JI0Y.

2.2. Ilpu noctymuieHny Ha paboTy rpaskJaHUH MPe/ICTaBIsAET:

2.2.1. JIuuHoe 3as1BIeHUE, HATUCAHHOE COOCTBEHHOPYYHO.

2.2.2. JIOKyMeHT, yA0CTOBEPAIOIINNA JINYHOCTb.

2.2.3. TpylOBYIO KHHUXKKY.

2.2.4. loxymeHT 00 00pa3oBaHUMU.

2.2.5. Jlpyrue n0KyMEHTBI, IPEyCMOTPEHHBIE AEHCTBYIOIIUM 3aKOHOAATEIBCTBOM.

2.2.6. JInuHy0 MEAUIIMHCKYIO KHUXKKY.

2.2.77. CpaBKy 00 OTCYTCTBUU CYJTUMOCTH.

2.2.8. IlcuxumaTpruieckoe OCBUAETEIbCTBOBAHNE

2.3 JlnyHOMy A€y NPUCBaMBAETCS HOMEP, COIVIACHO JKypHALy Y4eTa JMYHBIX AEl
IearoroB u cotpyaHukoB J[OY.

Ha 06107%Ke TU4HOro Jiefia 0TpakatoTcs CIeAYIOIINEe PEKBU3UThI: HOMEp JIMYHOTO JIeNa,
dbamunus, UMs, OTYECTBO PAOOTHHKA, TOJIKHOCTb.

2.4 JIoKyMEHTHI B IMYHOM JIEJIE€ PACIIONATalOTCs B CIEIYIOIIEM HIOPSIIKE:

2.4.1. JlIokyMeHTBI B IMYHOM Jienie nenaroros JJOY:

- BHYTPEHHSSI OMCh JOKYMEHTOB, UMEIOIUXCS B JIMUHOM [IEIIE;

- TMYHBIN JIUCTOK IO Y4eTy KaJpoB ¢ poTorpadueii;

- IMYHOE 3asBJICHUE O MpUeMe Ha padoTy;

- KOTIMM IOKYMEHTOB 00 00pa3oBaHuu;






- aBToOuorpadus;



- aBToOuorpadus;

- cipaBKa 00 OTCYTCTBHHU CYAUMOCTH;

- IpUKa3 O pueMe Ha padoTy;

- KOITUH JIOKYMEHTOB O KypCOBOM OJTOTOBKE, MOBBIICHUN KBAJTHU(PHUKALIUHY;

- KOIIUM JIOKyMEHTOB O IIPUCBOEHUH KBAJIN(UKALMOHHON KaTeropuu;

- KOIIUH JJOKYMEHTOB O HarpakJICHUH;

- 3asBJICHMSI U NIPUKA3bl O IIEPEBOJaX, YBOJbHEHUHU U JP.

2.4.2. JIokyMeHTHI B IMYHOM jeiie coTpyaHukos JIOY:

- BHYTPEHHSS ONUCH JOKYMEHTOB, UMEIOIINXCS B IMYHOM JIEIIE;

- IMYHOE 3asiBJICHUE O NpHEMe Ha paboTy;

- KOsl IOKyMeHTa 00 00pa3oBaHuy;

- crpaBka 00 OTCYTCTBUHU CYAUMOCTH;

- IpUKa3 O pueMe Ha padoTy;

- KONHMM JAOKYMEHTOB O KypCOBOH MOATOTOBKE, MOBBIIIEHUU KBalu(uUKauu (Ipu
HaJIMYUN);

- KOIIUM JOKYMEHTOB O HarpakJIeHUH;

- 3asBJICHHSI U TIPUKA3bI O TIEPEBOJIaX, YBOJILHEHHUH H JP.

243. B uuHble jgena paOOTHUKOB, TPHUHATBIX HA  YCJIOBHMSX  BHEIIHETO
COBMECTHTEJIbCTBA, BKIIABIBACTCS CIIPaBKa C OCHOBHOTO MecTa paboThI.

3. Ilopsinok BeieHHsI TUYHBIX e

3.1 JluyHoe neno BeAeTcs B TEUEHHE BCEro Mepuojia padoThl KaKJOro neaarora u
corpyanuka J10VY.

3.2 BeneHue TUYHOTO J1esia MPeAyCMaTpPHBAeT:

3.2.1. IlomeuieHue JOKYMEHTOB, MOAJIEKALIUX XPAaHEHUIO B COCTABE JIMUHBIX JIEN, B
XPOHOJIOTHYECKOM MOPSIIKE;

3.2.2. ExeroJHyro MmpoBepKy COCTOSHHS JIMYHBIX J€7 Ha MPEJAMET COXPaHHOCTH
BKJTIOYCHHBIX B HETO JIOKYMEHTOB U CBOEBPEMEHHOE 3aII0JHEHHUE.

3.3 JIOKyMEHTHI B JJMYHOM JIeJI€ TIOJUIeKAT BHYTPEHHEH OMHCH, KOTOpas XpaHHUTCS B
COCTaBe JIMYHOTIO JieNa. JIUCThI JOKYMEHTOB, BIOKEHHBIX B IMUHOE JI€J10, TOIJIeKaT HyMepaluu.

4. ITopsiaok yuera U XpaHeHU sl JTUYHBIX JIeJT

4.1 XpaHeHue U y4eT JTUYHBIX JENl OPTaHU3YIOTCS C LETbI0 ObICTPOro U 6€301IHO0YHOTO
MOKCKa U 00ecTIeueHNs UX COXPAaHHOCTH, a Takke oOecreueHus: KOH(PHUIEHITUATBHOCTH CBEJICHU,
coJiepKalnxcs B JOKYMEHTaX OT HECAHKIIMOHUPOBAHHOTO JIOCTYIIA.

4.2 JloCTym K JIMYHBIM Ji€JIaM UMEIOT TOJIBKO 3aBenyromuii J[OVY.

4.3 CucremaTn3anus JUYHbIX A€ IPOU3BOANUTCS B aj()aBUTHOM MOPSIKE.

4.4 JlnuHble Aena XpaHATCA 75 JeT ¢ AaThl yBOJIbHEHHS pabOTHHKA (B COOTBETCTBUU C
[lepeunemM THUMOBBIX YIPaBIEHYECKUX JOKYMEHTOB, YTBEPKIEHHBIM NpHKa3zoMm PocapxuBom
06.10.2000).

4.5 3ampemaercs cOOp M BHECEHHE B JIMYHBIC Jella CBEICHUM O YaCTHOW IKU3HH,
MOJIMTUYECKOW U PETUTUO3HON TPUHAIIEKHOCTH.

4.6 JluaHOE 71€J10 MOKET OBITH BBIJJAHO B CISIYIOIINX CIy4asx:

4.6.1. Tlo nuceMeHHOMY TpeOOBaHUIO pabOTHUKA [UIsi O3HaKomieHus (0e3 mpaBa
BBIHOCA).

4.6.2. HemocpencTBeHHOMY PYKOBOJUTENIO IS O3HAKOMJICHHUSI C MaTepragaMu JIMIYHOTO
nena paboTHHKA.

4.7 CHsiTHE KONHUM JOKYMEHTOB, XPAHSAIIUXCSA B JUYHOM JIeJie, MPOU3BOJIUTCS TOJBKO C
MUCHEMEHHOTO pa3pelieHus: pabOTHHKA.

S. IllopsiAOK BBIAAYH JIUYHBIX €I BO BpEMEHHOE 110/1b30BaHHe

5.1 Bbigaua JMYHBIX 1€l (OTACNBHBIX JOKYMEHTOB B COCTaBe JIMYHOIO JieNa) BO
BPEMEHHOE I0JIb30BaHNE IMPOU3BOAUTCA ¢ paspemieHus 3asenyroomero OV no 3asBieHHIO
paboTHUKA.



5.2 PabGora (o3HaKOMJICHHE) C JIMYHBIMH JEJIaMH TPOU3BOJUTCS B KaOWMHETE
3aBEYIOIIETO0, a BpeMs pabOThl OTPAaHUYMBACTCS MPEJIeIaMU OJJHOT'O pabOYero JHs.

5.3. B koHI1ie pabodero JHs 3aBeAyIonas o0s3aHa yOeaUThCS B TOM, YTO BCE JIMYHBIC €A,
BbIJAHHBIC BO BPCEMCHHOC II0JIb30BAHUC, BO3BpalllCHbI Ha MCCTO XpaHCHUA W CCTb JIA
HEOOXOUMOCTB JIJIsl IPUHATHUSL MEP K MX BO3BPAIICHUIO HIIH PO3BICKY.

6. OTBeTCTBEHHOCTH

6.1 [lenaroru u COTpYJIHUKH 00513aHBI CBOEBPEMEHHO MPEACTABIATH 3aBeaytoniemy [0V
cBeZIeHHs 00 U3MEHEHHUH MEPCOHATbHBIX JAHHBIX, BKIIOUEHHBIX B COCTAB JIUYHOT'O JeNa.

6.2 3asenyromuii JJOY obecneunBaer:

6.2.1. CoxpaHHOCTb JIMYHBIX JIEJI IE/IaTOT'OB U COTPYTHUKOB.

6.2.2. KonpuneHmansHOCTh CBEICHUH, COACPKALIMXCS B IMYHBIX JETaX.

7. IllpaBa

7.1 Jlna obecriedeHus 3allUThl EPCOHATIBHBIX JAHHBIX, KOTOPBIE XPAHATCS B JIMYHBIX
nenax, negaroru u corpyanuku JJOY umeror mpaso:

7.1.1. ITony4arh nosiHyt0 MH(OpPMAIMIO O CBOMX MEPCOHAIBHBIX JAaHHBIX U 00paboTKe
ATHUX JTaHHBIX.

7.1.2. Tlomydatb cBOOOAHBIN JOCTYN K CBOMM IIEPCOHAIBHBIM JIaHHBIM 10 TUCbMEHHOMY
3asIBJICHUIO.

7.1.3. TlomydaTh KONHUH, XpaHAIIMECS B JIMYHOM JeJie U COJIEpIKaIlue MepCOHATbHBIE
JTAaHHBIE 10 MUCbMEHHOMY 3asIBJICHUIO.

7.1.4. TpeboBaTh HUCKIIOUYEHUS WJIM MWCIPABICHUS HEBEPHBIX, WIM HETOJHBIX
HEPCOHANBHBIX JIaHHBIX.

7.2. 3aBenyromuii JJIOY umeer npaso:

7.2.1. O6pabaTbeiBaTh IMEPCOHAIbHBIC JAHHBIE [1€AAr0Or0OB U COTPYAHUKOB, B TOM YHUCIIE U
Ha 2JIEKTPOHHBIX HOCHTEIISX.

7.2.2. 3anpamuBaTh OT [1€1aroroB U COTPYIHUKOB BCIO HEOOXOMMYIO HH(POPMALHIO.

8. 3ak/0uuTeILHBIEC OJI0KEHHS.
8.1. Hacrosimiee [lonoxkeHue BcTynaeT B AeCTBHE C MOMEHTA YTBEPKICHUS U U3JIaHUS
npukasa 3asenytomiero J10VY.
W3meHenus u fomnonHenus B HacTosmee [Tonoxkenne BHOCITCS TpU HEOOXOAMMOCTH U TIOJIJIEKAT
YTBep)K)ICHI/HO 3aB€IIYIOHII/IM JACTCKHUM Cal0oM






